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Functional and Organizational Analysis of Department of
Agriculture and Industries

Sources of Information

Department of Agriculture and Industries, Records Disposition Authority Committee:
Jo Anne Green (chair), Commissioner’s Office
Sharon Fulmer, Commissioner’s Office
Sidney Haymon, Accounting Section, Executive Division
Mark Powell, Data Processing Section, Executive Division
Brian Whittington, Data Processing Section, Executive Division
Jeanette McWhorter, General Services Section, Executive Division
Reggie Sorrells, Lega Section, Executive Division
Robert J. Russell, Legal Section, Executive Division
David Hooks, Personnel Section, Executive Division
Amy Belcher, Public Relations Section, Executive Division
Bobbie Evans, Agricultural Commodities Inspection Division
Annie Patterson, Audits and Reports Section
Carl Gregory, Animal Industry Section
Barbara Loveless, Animal Industry Section
Shyla Summerlin, Meat Inspection Section
Dona L edbetter, Market NewsUnit
Joy Williamson, Agriculture Economist Office
Katherine Bonham, State Farmers Market Section
Patrick Morgan, Pesticide Management Section
Terry Guy, Petroleum Commodities Section
Guy Karr, Plant Protection Section
Marilyn Mitchell, Weights and Measures Section
Shannon Burton, Agriculture Compliance
Darrell Buxton, Shipping Point Inspection
John Crayton, Seed
Rhonny Ray, Investigators
Gloria Ryals, Agriculture Promotions

Code of Alabama 1975, Sections 2-1-1 through 2-31-9; 8-17-80 through 8-17-173

Alabama Administrative Code, Chapters 80-1-1 through 80-13-9

Alabama Government Manual (1998)

Audit Report of the Department of Agriculture and Industries (1995 through 1999)

Department of Agriculture and Industries Annual Report ( Fiscal Y ear 1997-1998)

Government RecordsDivision, Department of Agricultureand I ndustriesrecordsretention schedules
Government Records Division, State Agency Files (1985-ongoi ng)

Holdings of the Department of Archives and History for Department of Agriculture and Industries
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Historical Context

The Department of Agriculturewas created by statutein 1883. Thedepartment wasoriginally under
the control of acommissioner of agriculture appointed by the governor for aterm of two years. In
1901, the Alabama Constitution stated that the commissioner would be elected by qualified el ectors
of the state at the same time and places appointed for the election of members of the legslature in
1902 and in every fourth yea thereafter. Therefore, the commissioner of agiculture is a
constitutional officer. In 1923, the present Department of Agriculture and Industries was created
with no changein its original mandate.

Agency Organization

The Department of Agricultureand Industriesisadministered under the direction of the State Board
of Agricultureand Industries. Theboard iscomposed of eleven members; four of them areex officio
and seven of them are appointed. Ex officio members are the governor, the commissioner of the
Department of Agriculture and Industries, the director of the Alabama Cooperative Extension
System at Auburn University, and the head of the School of Agricultureat AuburnUniversity. The
governor appoints seven additional members, subject to Senate confirmation. Four of the appointed
members must be farmers and three must be outstanding leaders of industry. No one member
representing either the farmers or industry may come from the same congressiona district.
Appointed members serve terms of office concurrent with that of the governor. The board holds
regular meetings on the second Tuesday in February, May, August, and November. A quorum
consists of the majarity of the board members.

The department is headed by the commissioner of agriculture and industries The commissioneris
aconstitutional officer elected by popular election. To qualify for the office, the candidate must be
at least 25 years of age, a citizen of the United States for at least seven years, and a resident of
Alabamafor at |east five years preceding theel ection. The commissioner must be of good character
and recognized executive ability, and trained in the practice and science of agriculture. The
commissioner serves afour-year term and is eligible for one successive term. An organizational
chart is attached.

Agency Function and Subfunctions

Themandated function of the Department of Agricultureand Industriesisto promote agricultureand
industries within the state and to enforce laws, rules, and regulations relating to agriculture and
industries. The department isone of the agencies primarily involvedin carrying out the Regulatory

function of Alabamagovernment. In the performance of its mandated function, the Department of
Agriculture and Industriesmay engage in the following subfunctions:

u Promulgating Rules and Regulations. The State Board of Agriculture and
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Industries is authorized, under Code of Alabama 1975, Section 2-3-4, to make and
promul gaterulesand regulationsfor the administration of the Department of Agricultureand
Industries. The board is also required to cooperate with other national, state, or loca
agencies in the promotion of agriculture and in the enforcement of matters relaing to
agriculture. Thissubfunctionencompassestheboard’ seffortsin making, atering, repealing,
or amending rules and regulations that are implemented by the department to accomplish
its duties and functions vested by law.

Regulating. One of the primary subfunctions of the department is to assure quality
products for consumers, to protect the health of livestock/poultry, and to provide fair
competition between industries through regulatory process. Various divisions / offices
withinthe department routinely isaue licenses/pemmits, conduct inspections/ investigations,
collect samples for testings, and perform other related regulatory activities. Departmental
staff members may engage in the following activities under this subfunction:

Regulating Agricultural Commodities (Feed, Fertilizer, and Lime Materials). Staff
members collect necessary fees and issue licenses/permits to allow companies to
manufacture, formulate, and sell their agricultural commodities (feed, fertilizer, and lime
materials) in the state. In addition, they conducd regular inspections relative to feeds,
fertilizers, and liming materials. To ascertain product compliance with the manufacturer’s
guarantee, samples are collected by inspectorsand referred to the department’ s laboratories
for testing and analysis.

Regulating Livestock and Poultry. The department administers programs to prevent,
eradicate, and control infectious diseasesof livestock and poultry. Staff membersregulaly
test cattle and swine on farms, at livestock markets, or at slaughter establishments for
possible diseases. Theyalso review certificates of veterinary inspection issued by Alabama
accredited veterinarians for animals moving into interstate commerce to assure that all
required tests and examinations have been properly performed. Under the National Poultry
Improvement Plan, all hatching egg supply flocksof primary poultry breedsaresel ected and
tested for hatchery disseminated diseases. All chick and livestock dealers are required to
obtain permits and are subject to inspections. Every hatchery in the state isalso periodically
checked by the department’s inspectors. Other activities may include registering livestock
brands, providing veterinary diagnostic |aboratories, and assi sting law enforcement officials
with the investigaion of farm-related crimes.

Regulating Warehouses/Gins. All state bonded warehouses which store agricultural
products, household goods, building materials, clothing, chemicals, and other commodities
are subject to permit requirement and regular inspection by the department’s personnel.

Staff members are also responsiblefor permitting and checking the operation of girs.

Regulating Plants and Plant Pests. The department has the responsibility for prevention,
control, and eradication of pests affecting the agricultural and horticultural interests of the
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state. All plant establishments such asnurseries, nursery retailers, sweet potato growers, and
honeybee coloniesmust beinspected and/or certified by the department before plant material
or honey bees can besold or shipped to other states/countries. By act of the statelegislature
(AlabamaAct, 84-746), the Commissioner of Agriculture and Industries is empowered to
implement a program of bdl weevil eradication in cotton. The program is funded by
assessmentspaid by individual cotton producersto the department which in turn depositsthe
money with the Boll Weevil Eradication Foundation of Alabama, Inc. The foundation
disburses the funds to pay the operating costs of the program.

Regulating Seed. The department is responsible for seed testing and seed law
enforcement. Seed dealers must apply for an annual permit and pay a permit fee before
conducting business. Staff memberscollect samplesof seedsofferedforsaleat al wholesale
and retail seed outles. Samplesfound to bein violation of the seed law must be suspended
from sale, destroyed, or havetheir labeling corrected. Individual farmersor home gardeners
are entitled to the seed testing service provided by the department.

Regulating Shipping Point Operations. Operated under federal cooperative agreements
with the United States Department of Agriculture, the department maintainsfield offices at
major shipping points across the state to inspect / weigh out-going and in-coming peanuts,
soybeans, wheat, corn, potaoes, fruits, vegetables, and tree nuts.

Regulating Food, Drug, and Cosmetic. Thedepartment hastheresponsibility of enforcing
food, drug, cosmetic, eggs, and dairy product laws. Enforcement activities include
routine/special inspections and tesing of samples.

Regulating Meat and Poultry Food Products. To assure consumers clean, wholesome,
unadulterated, and properly labeled meat and poultry food products, staff members of the
department routinely inspect meat/poultry food products prior to slaughter, and during
slaughter and preparation.

Regulating Petroleum Products. In accordancewith Codeof Alabama, Section 8-17-80,
the department regulates the sale, storage, and use of petroleum products in the state.
Activitiesincludetesting petrol eum products, issuing permits, inspecting facilities, collecting
fees, and auditing reports submitted by petroleum companies.

Regulating Pesticide Management. Activities includelicensing pest control operatorsand
pesticide applicators, and issuing permits to pest control professionals.

Regulating Weights and Measures. To ensure equity in all commercia transactions
involving quantity, the department staff certifies, tests, and monitorsthe use of all weighing
and measuring devices such as supermaket scales, gasoline pumps, feed/fertilizer scales,
heavy-duty weight scales, and universal price code scanners for accuracy.



Promoting. The department has the responsibility for the promotion of agricultural
commodities and value added agricultural productsin the state and abroad. To accomplish
thisgoal, departmental staff may design promotiond materials(logos, posters, etc.), conduct
meetings or farm visits, participate in county fairs or trade shows, hold*“ Taste of Alabama”
products events, and initiate international trade missions. In addition, the department
operatesthe Montgomery State Farmers Market which isdesigned to increase awareness of
farm grown produce.

The department staff is also responsible for coordinating activities relating to the Alabama
Agricultural Development Authority (AADA), established by the Iegislature in 1980 as a
public corporation to provide loans or funds for use in agricultural operations.

Another activity in this subfunction is to foster better communications and relationships
among farming-related groups. Funded by afederal/state grant, the Alabama Agricultural
Mediation Program provides a free mediation servicefor farmers, ther families, creditors,
various agencies and businesses that are associated with day-to-day farm operations.

Compiling Statistics. In accordance with the Code of Alabama 1975, Section 2-2-50,
the commissioner isresponsible for gathering, compiling, and publishing statistics relating
to agriculture. The Alabama Agricultural Statistics Service (AASS), operated under a
cooperative agreement beween the department and the National Agriculturd Statistics
Service (NASS) of the United States Department of Agriculture, isobligated to collect data
fromfarmers, hatchery workers, poultry processors, livestock deal ers, daughter plants, cotton
ginners, fertilizer deale's, merchantsand state/local government entities. Thereported daa
is analyzed and dtatistics are released for use in planning, marketing, and management
decisions by the department and other groups.

In addition, the department personnel gather price and volumeinformation on livestock and
grain commodities sold within the state and naion. This marketing information is then
released to news mediafor dissemination.

Administering Internal Operations. A significant portion of the agency’s work
includes general administrative, financial, and personnel activities performed to support the
programmatic areas of the agency.

Managing the Agency: Activities involved in managing the agency may include internal
office management adivities such as comesponding and communicating; scheduling;
meeting; creating policy and procedures; reporting; litigating; leg slating (drafting, | obbying,
tracking); publicizing and providing information; managing records;, and managing
inf ormati on systems and technology.

Managing Finances: Activitiesinvolved in managing finances may include thefollowing:
budgeting (preparing and reviewing the budget package, submitting the budget package to
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the Department of Finance, documenting amendments and performance of the budget);
purchasing (requisitioning and purchasing supplies and equipment, receipting and invoicing
for goods, and authorizing payment for productsreceived); accounting for the expenditure,
encumbrance, disbursement, and reconciliation of fundswithin the agency’ sbudget through
auniform system of accountingand reporting; authorizingtravel; contracting with companies
or individuals, biddng for products and services; and assisting in theaudit process.

Managing Human Resources: Activities involved in managing human resources may
includethefollowing: recruiting and hiring eligibleindividual stofill vacant positionswithin
the agency; providing compensation and benefits to employees; supervising employees
(evaluating performance, disciplining, granting leave, and monitoring the accumulation of
leave); and providing training and continuing education for employees.

Managing Properties, Facilities, and Resources: Activities involved in managing
properties, facilities, and resources may include the following: inventorying and accounting
for non-consumabl e property and reporting propertyinformation to theappropriateauthority;
constructing buildingsandfacilities; leasing and/or renting officesor facilities; providingfor
security and/or insurance for property; and assigning, inspecting, and maintaining agency
property, including vehicles.



Analysis of Record Keeping System and Records Appraisal of
the Department of Agriculture and Industries

Agency Record Keeping System

The agency currently operates a hybrid record keeping system composed of paper and electronic
records.

Paper-based Systems: Staff members create and maintain most of the agency’ srecordsin paper form.

Computer Systems. The department has a Local Area Network (LAN) configured with a Unisys
Aquanta DS/6 server. The server runs a Microsoft Windows NT operating system and Microsoft
Exchange Server for communication. The department uses the State Data Center’sIBM mainframe
as the central repository for information generated by various divisions/offices. There are
approximately 75to 80 usersonthe LAN. Staff membersuse Microsoft Outlook for both internal and
external e-mail. Information on the server isbacked up daily on DLT tapes. Backup tapes are stored
on site.

The department maintansaweb site at http://www.agi.date.al.us. Information availableon the web
site may include press releases, division data, job opportunities, and phone directory. All of the
information is maintained also in paper format.

Records Appraisal

Thefollowing isadiscussion of the two major categories of records created and/or maintained by the
Department of Agriculture and Industries. Temporary Records and Permanent Records.

I. Temporary Records. Temporary records should be held for what is considered to betheir active
life and disposed of once all fiscal, legal, and administrétive requirements have been met. Some of
the temporary records created by the department are discussed below:

u Records documenting the application for and the issuance of annual licenses/ permits.
The department staff routinely process applications for various agriculture/industry related
permits/licenses Sinceall applicantsmust reapply and renew their permits/licenseseveryyear,
these records should only be kept until the completion of one audit review.

u Records documenting livestock (cattle and swine) and horses disease testing activities.
Theserecordsarecreated and maintai ned to document activitiesrelating to thetesting in cattle
/swine for possible tuberculosis, brucellosis, or pseudo rabies and in horses for equine
infectious anemia. Since catle /swine usually remain in a herd for about ten years, these
records should be kept at least for ten years for reference and monitoring purposes. This
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retention al so coincides with records retention requirements of the United States Department
of Agriculture(Animal & Plant Health Inspection Service) for amilar records.

Petroleum Commodity Certificates for Reduced Inspection Fee Rate. |naccordancewith
Code of Alabama, Section 8-17-87 (@) (7), kerosene and/or diesel fuel used by consumersin
farm tractorsfor agricultural purposes are eligible for the reduced feerate of one fortieth of $
.01 per gallon. These records are certificates for reduced fee rate submitted by eligible
consumersto the department. The department keepsthe completed formsonfilefor one audit
cycle following the termination of the business operation.

Transitory Records. Thesearerecords createdfor short-term, internal purposes, as opposed
to those that document the program functions of an agency or perpetuate knowledge. These
recordsare not filed or appropriatefor filing becausethey serveno documentary purpose, such
as setting policies, establishing guidelines, etc. Transitory records might include, but are not
limited to: telephone call-back messages; drafts of ordinary documents not needed for their
evidential value; copies of material sent for information purposes but not needed by the
receiving office for future business; and internal communications about department social
activities, such as anote to a group going to lunch.

I1. Permanent Records. The Government Records Division recommends the following records as
permanent.

Promulgating Rules and Regulations:

Meeting Minutes of the State Board of Agriculture and Industries. The board is
responsible for the adoption of policies, rules, and regulations for the operation of the
department. These minutes document proceedings of the regular and special meetingsof the
board. The Archives has Meeting Minutes of the State Board of Agricultureand Industries
created between 1950 and1984. (RDA page 3-2) (Bibliographic Title: Meeting Minutes of
the State Board of Agriculture and Industries)

Meeting Minutes of the Agricultural Center Board (ACB). Establishedin 1945, the board
isresponsible for leasing and managing properties of the Agricultural Center, known as the
Garrett Coliseum, which is located in Montgomery. The board has five members and the
commissioner of the Department of Agriculture and Industriesis a member ex officio. The
board’ s official meeting minutes are maintained by the department’ slegal office. (RDA page
3-2) (Bibliographic Title: Meeting Minutes of the Agricultural Center Board)

Meeting Minutes of the Alabama Agricultural and Industrial Exhibit Commission. The
commission was established in 1953 by the legislature to develop and approve overal plans
for the distribution of awardsand prizesto the Alabama State Fair Authority and the Alabama
National Fair. The commission receives staff support from the commissioner of the
Department of Agricultureand Industries, who servesasthe chairman of thecommission. The
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commission holds one regular meeting each year and meeting minutes are maintained by the
department’ s legal office. (RDA page 3-2 ) (Bibliographic Title: Meeting Minutes of the
Alabama Agricultural and Industrial Exhibit Commission)

m Meeting Minutes of the Alabama Public Livestock Market Board. The board was
established in 1991 by thelegidature with the commissioner of the Department of Agriculture
and Industriesasitschair. The board reviewsapplications and issues certificates of charter to
livestock business entities. Meeting minutes are the core documentation of the board’s
function. (RDA page 3-2) (Bibliographic Title: Meeting Minutes of the Alabama Public
Livestock Market Board)

n Policies and Procedures Manuals. This series documents administrative policies and
procedures of the department. Themanuals establish a course of action for the department’s
programsand staff members. (RDA page 3-2) (Bibliographic Title: Policies and Procedures

Manuals)
Regulating:
n Records documenting the registration of livestock brands. In accordance to Code of

Alabama, Section 2-15-25, the department is required to maintain a complete reg ster of all
livestock brands. Information in the files includes names and addresses of registrants,
descriptions of brands, and drawings of brands. Brand registration records prior to 1952 are
maintained incounty probate of ficesand schedul ed as permanent under therecordsdisposition
authority approved in 1999. The Archives has in its custody records documenting the
registration of livestock brands from1914 to 1916. (RDA page 3-4) (Bibliographic Title:
Register of Livestock Brands)

u Annual Plant Quarantine Activity Summaries. Part of the department’s regulatory
responsibilitiesisto inspect plants imported into the state. Staff members who arein charge
of the plant inspection program prepares an annual plant quarantine activity summary to
document important activitiesfor the previousyear and future plans. Information may contain
narrative program summaries, statistics, and related tables. All summaries are prepared
according to plant pest categories. (RDA page 3-5) (Bibliographic Title: Annual Plant
Quarantine Activity Summaries)

L] Boll Weevil Eradication Program Files. By act of the state legislature (Alabama Ad, 84-
746) , the commissioner of Agriculture and Industriesis empowered to implement a program
of boll weevil eradicationin cotton. The programisfunded by assessments paid by individual
cotton producers to the department which in turn deposits the money with the Boll Weevil
Eradication Foundation of Alabama, Inc. The foundation disburses the funds to pay the
operating costsof the program. Included intheserecordsarearticlesof incorporation, meeting
minutes of the board of directors, and other documents deemed important to the program
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(RDA page3-4) (Bibliographic Title: Program Files Relating to Boll Weevil Eradication)

Promoting:

“Alabama Experts in the Field” State Logo Program Files. Thegoal of thelogo program
is to promote Alabama produced or manufactured products in state and worldwide
marketplaces. Registered with the Office of the Secretary of State, the logo may be used by
companies/producersthat haveapplied withthedepartment. Includedinthesefilesareofficial
logo program documents, completed application forms, custom made logos for those
companies, and other related materials. (RDA page 3-8) (Bibliographic Title: Logo Program
Files)

Informational and Promotional Publications. The department publishes a variety of
publications designed to inform the farmers and the general public on market or price trends
or to advertise servicesoffered by the department. Examplesof these publicationsmay include
Alabama Farm Facts (monthly), Alabama Farmers and Consumers’ Bulletins (monthly),
Alabama Agricultural Directory (yearly), Alabama Hay Directory (yearly), and various
brochures/postes. The Archives has a number of informational and promotional
publications created between 1884 and 2000. (RDA page 3-8) (Bibliographic Title:
Informational and Promotional Publications)

News Releases. This series consists of statements or announcements concerning the
department and its activitiesissued for distribution to the news mediaand the public. Included
may be copies of news releases, published articles, phatographs, typescripts of broadcast
announcements, and other reference material sused to createthe newsrel ease (RDA page 3-8)
(Bibliographic Title: News Releases)

Alabama Century and Heritage Farm Program Files. This program was designed to
recognize and honor those fams that have been in operation as a family farm over a long
period of timeand have played asignificant rolein Alabamahistory. The Century Farmisone
that has at |east forty acres of land owned by afamily continuously for at least 100 years and
currently has some agricultural activities. The Heritage Program is for a farm with one or
more structures that are over forty years old and has been operated continuously as a family
farmfor at least 100 years. This series consists of ownership registration forms completed by
applicants. Information available on the form includes name, address, telephone number of
the applicant, location and acreage of farm, current use of land (crops/livestock produced,
number of generationsliving on the farm, list of structures over forty yearsold), and detailed
data on the history of owners. Photos of structure are also dtached to the fom. Qualified
applicantsareawarded certificatesof recognition. Theserecordspossesshistorical information
on old farms in the state and should be preserved permanently. (RDA page 3-8) (Alabama
Century and Heritage Farm Program Files)

Meeting Minutes of the Alabama Agricultural Development Authority. Theauthority was
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created to promote development of agriculture in the state. It is empowered to make loans,
receive contributions, invest funds, borrow money, sell or exchange property, andissue bonds
for the construction of agricultural facilities. The board has seven members, including the
commissioner of the Department of Agriculture and Industries, the director of Finance
Department, the superintendent of Banking Department, and four appointed members. The
board’ srecords, including meeting minutes and other program records, are maintained by the
department.(RDA page 3-8) (Bibliographic Title: Meeting Minutes of the Alabama
Agricultural Development Authority)

Annual Reports of the Alabama Agricultural Mediation Program. The Alabama
Agricultural Mediation Program, supported by a federal-state matched grant funding, is
designed to easetensions and to foster creative/factual communications among farmersin the
state. Information ontheannual report may include program procedures, summariesregarding
program effectiveness statisticsof casesdisposition, recommendationsfor improving delivery
of mediation services, and estimated savings to the state. Copies of the reports are gererally
distributed to the federal government, Alabama congressional delegates, and Sate legislators.
(RDA page 3-9) (Bibliographic Title: Annual Reports of the Alabama Agricultural
Mediation Program)

Compiling Statistics:

Detailed Livestock and Hay Quotations. Departmental personnel routinely gather and
compiledaily/weekly price and volumeinformation on livestock and grain commodities sold
within the state and nation. These reports are released to the media, agricultural community,
and the public. These records allow agency staff to track market trends and may be used by
researchers to study long-term market trends or prices during a specific time period.
Informationisonly partially summarizedinthe Annual AlabamaAgricultural Statistics (RDA
page 3-9) (Bibliographic Title: Reports of Price and Volume for Livestock and Grain)

Annual Alabama Agricultural Statistics. This volume is a complete compilation of
statistics relating to Alabama agriculture published by the department on ayearly basis. In
addition to the state highlights, thepublication al socontains acounty statistical profile section
for each of Alabama s 67 counties. These records are of the core research documentation as
they provide acomprehensive picture of Alabamaagriculture. The Archives has copiesof the
Annual Alabama Agricultural Statistics published between 1948 and 1998. (RDA page 3-9)
(Bibliographic Title: Annual Alabama Agricultural Statistics)

Administering Internal Operations:

Annual Reports. The department publishes annually a full report of the operations and
administration of the department. The report summarizes the activities of each program for
the previous year. The Archives has copies of the Annua Reports dating back to 1883.
(RDA: page 3-9) (Bibliographic Title: Annual Reports)
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Commissioner’s Administrative Correspondence. These are correspondence between the
commissioner and other federal/state/local government entities or private organizations
regarding a wide range of subjects important to the administration and operation of the
department. The Archives hasthe Commissioner’ s Administrative Correspondence created
between 1883 and 1998 (RDA: page 3-9) (Bibliographic Title: Correspondence)

Opinions of General Counsel. Part of the responsibilities of the general counsel is the
preparation of opinions interpreting agriculture related laws and establishing policy to
implement them. These records form part of the core administrative documentation of the
department. (RDA: page 3-9) (Bibliographic Title: Opinions of General Counsel)

Real Property Files. These records document the ownership of real property and should be

maintai ned permanently intheagency. (RDA page3-13) (Bibliographic Title: Real Property
Files)
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Permanent Records List
Department of Agriculture and Industries

Promulgating Rules and Regulations:

1. Meeting Minutes of the State Board of Agriculture and Industries

2. Meeting Minutes of the Agriculture Center Board

3. Meseting Minutes of the Alabama Agricultural and Industrial Exhibit Commission
4. Meeting Minutes of the Alabama Public Livestock Market Board

5. Policies and Procedures Manuals

Regulating:

* 1. Records document the registration of livestock brands
2. Annual Plant Quarantine Activity Summaries
*3. Boll Weevil Eradication Program Files

Promoting:

1. “ Alabama Expertsin the Fields’ State Logo Program Files

2. Informational and Promotional Publications

3. News Releases

4. Alabama Century and Heritage Farm Program Files

5. Meeting Minutes of the Alabama Agricultural Develgoment Authority
6. Annual Reports of the Alabama Mediation Program

Compiling Statistics:

*1. Detailed Livestock and Hay Quotations
2. Annual Alabama Agricultural Statistics

Administering Internal Operations:
1. Annual Reports
2. Commissioner’ s Administrative Correspondence
*3. Opinions of General Counsel
*4. Real Property Files

*indicates records that ADAH anticipates will remain in the care and custody of the cresting agency.
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Department of Agriculture and Industries Records Disposition
Authority

This Records Disposition Authority (RDA) is issued by the State Records Commission under the
authority granted by the Code of Alabama 1975, Sections 41-13-5 and 41-13-20 through 21. It was
compiled by the Government Records Division, Alabama Department of Archives and History
(ADAH), which serves as the commission’s staff, in cooperation with representatives of the
Department of Agriculture and Industries The RDA lists records created and maintained by
Department of Agriculture and Industries in carrying out its mandated functions and activities. It
establishes retention periods and disposition instructions for those records and provides the legal
authority for Department of Agriculture and Industries to implement records destruction.

Alabamalaw requires public officials to areate and mantain records that document the business of
their offices. Theserecords must be protected from“mutilation, loss, or destruction,” so that they may
betransferred toan official’ s successor in office and made avail able to membersof the public. Under
the Code of Alabama 1975, Section 36-12-40, “every citizen hasaright to inspect and take acopy of
any public writing in this state, except as otherwise expressly provided by statute.” Records must be
kept in accordance with auditing standards approved by the Examiners of Public Accounts (Code of
Alabama 1975, Sections 36-12-2, 36-12-4, and 41-5-23). For assistance in implementing thisRDA,
or for advice on records disposition or other records management concerns, contact the ADAH
Government Records Division at (334) 242-4452.

Explanation of Records Requirements

u This RDA supersedes any previous records disposition schedules governing the
retention of the Department of Agriculture and Industries records. Copies of supeseded
schedules are no longer valid and should be discarded.

u The RDA establishes retention and disposition instructions for records, regardiess of the
medium on which those records may be kept.

u Electronicmail isacommunicationstool that may record permanent or temporaryinformation.
Asfor recordsin any other format, the retention periodsfor e-mail records are governed by the
requirements of the subfunctions to which the records belong.

u Sometemporary recordslisted under the Administering Internal Operationssubfunction of this
RDA represent duplicate copies of records listed for long-term or permanent retertion in the
RDAs of other agencies.

u Certain other record-related materials need not be retained as records under the disposition
requirementsinthisRDA. They may bedisposedof, without notice of destruction, inwhatever
way the agency determinesbest. Such materiasinclude: (1) duplicate record copiesthat do not
require official action, solong asthe creating office maintainsthe original record for the period
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required; (2) catalogs, tradejournals, and other publicationsreceived that requireno actionand
do not document government activities (3) stocks of blank stationery, blank forms, or other
surplus material sthat are not subject to audit and have become obsol ete; (4) transitory records,
which are temporary records created for short-term internal purposesthat may include, but are
not limited to: telephone call-back messages drafts of ordinary documents not needed for their
evidential value; copies of material sent for information purposes but not needed by the
receiving office for future business, and internal communications about department social
activities, such as a note to a group going to lunch.

u Any record created prior to 1900 shall be regarded as permanernt unlessthereisaspecific action
by the State Records Commission to authorize its destruction.

Records Disposition Requirements

This section of the RDA is arranged by subfunctions of the Department of Agriculture and Industries
and lists the groups of records created and/or maintained by the department aresult of activities and
transactions performed in carrying out these subfunctions. The department may submit requests to
revise specific records disposition requirements to the State Records Commission for consideration at
itsregular quarterly mestings.

u Promulgating Rules and Regulations

MEETING MINUTES OF THE STATE BOARD OF AGRICULTURE AND INDUSTRIES
Disposition: PERMANENT RECORD.

MEETING MINUTES OF THE AGRICULTURE CENTER BOARD (ACB)
Disposition: PERMANENT RECORD.

MEETING MINUTES OF THE ALABAMA AGRICULTURAL AND INDUSTRIAL EXHIBIT
COMMISSION

Disposition: PERMANENT RECORD

MEETING MINUTES OF THE ALABAMA PUBLIC LIVESTOCK MARKET BOARD
Disposition: PERMANENT RECORD.

Recordings of Meetings
Disposition: Temporary Record. Retain until the official minutes are adopted and signed.

POLICIES AND PROCEDURES MANUALS
Disposition: PERMANENT RECORD.

Administrative Procedures Rule Filings
Disposition: Temporary Record. Retain 3 yearsafter the end of the fiscal year in which the records
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were created.

Register of Administrative Procedures Rule Filings
Disposition: Retain in office (Code of Alabama 1975, Section 41-22-6)

Administrative Code Books (Agency Copy)
Disposition: Temporary Record. Retain until superseded.

u Regulating

Regulating Agricultural Commodities (Feed, Fertilizer, and Lime Materials)

Records documenting applications for and issuance/renewa of annual licenses /permits for
manufacturersof agriculturd commodities (feed, fertilizer, and lime materialg)

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Monthly agriculture commodity sale and receipt reports submitted by business entities
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Records documenting the inspection of agricultural product samples
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which therecords
were created.

Records documenting activities rdating to the investigation of consumer complaints
Disposition: Temporary Record. Retain 5 years after the case was closed.

Records documenting thetesting and andysis of samples by the department’ s regulatory laboratories
Disposition: Temporary Record. Retain 3 years after the end of thefiscal year in which the records
were created.

Laboratory Log Books
Disposition: Temporary Record. Retain 3 years after the last entry.

Records documenting activities relating to the audit of agricultural commodity business entities
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Examinations completed by milk testers
Disposition: Retain for useful life.

Regulating Livestock and Poultry
Records documenting livestock (cattle and swine) disease testing and eradication activities
Disposition: Temporary Record. Records of infected animals: Retan 15 years.
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Records of non-infected animals: Retain 10 yeas.

Certificates of Veterinary Inspections (copies) completed by Alabamaaccredited veterinarians
Disposition: Temporary Record. Retain 5 years.

Recordsdocumenting applications for andissuance/renewal of annual permits/ certificatesfor poultry
related businesses

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Records documenting applications for andissuance/renewal of annual permitsfor livestock markets,
dealers, haulers, and weighers
Disposition: Temporary Record. Retain 5 years.

Livestock Market Transaction Tickets
Disposition: Temporary Record. Retain 5 years.

RECORDS DOCUMENTING THE REGISTRATION OF LIVESTOCK BRANDS
Disposition: PERMANENT RECORD.

Records documenting the examinationsand diagnosis of animal speciesby the department’ sveterinary
diagnostic laboratories

Disposition: Temporary Record. Retain 10 years after the end of the fiscal year in which the records
were created.

Recordsdocumenting activitiesrelating to theinvestigation and settlement of livestock or farm-related
complaints and crimes
Disposition: Temporary Record. Retain 5 years dter the case was closed.

Regulating Warehouses/Gins

Records documenting applications for and issuance/renewal of annua permits/licenses for cotton
buyers, public ginners, public warehousemen, and grain dealers

Disposition: Temporary Record. Retain 5 years.

Regulating Plants and Plant Pests

Recordsdocumenting applicationsfor andissuance/renewal of annual certificates/permitsfor nurseries,
nursery retail dealers, sweet potato growers, honeybee colonies, and ginseng dealers

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Records documenting the inspections of regulated business entities
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.
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BOLL WEEVIL ERADICATION PROGRAM FILES
Disposition: PERMANENT RECORD.

Boll Weevil Eradication Program Referendum Ballats
Disposition: Temporary Record. Retain 5 years or until compleion of next referendum.

Records documenting the audit of the Boll Weevil Eradication Program operation related activities
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Records documenting filings of assessment forms by cotton producers
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

State and federd compliance agreements filed by nurseries/nursay deaers
Disposition: Temporary Record. Retain 3 years after the end of the fiscd year in which the business
entity was closed.

ANNUAL PLANT QUARANTINE ACTIVITY SUMMARIES
Disposition: PERMANENT RECORD.

Records documenting the quarantine process for plants imported to the stae
Disposition: Temporary Record. Retain 3 years after the end of thefiscal year in which the quarantine
process was compl eted.

Records documenting the purchase and export of ginseng by dealers
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Regulating Seed

Records documenting applications for and issuance/renewal of annua permits for seed related
businesses

Disposition: Temporary Record. Retan 5 years.

Records documenting the testing and analysis of seed samples colleded from business entities
Disposition: Temporary Record. Retan 5 years.

Records documenting the testing and analysis of seed samples submitted by individual
farmers/gardeners

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.
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Regulating Shipping Point Operations
Records documenting grain, fruit, and vegetabl e shipping point inspections
Disposition: Temporary Record. Retain 3 years after theend of the fiscal year in which the records
were created.

Records documenting the testing and analyss of nuts, corn, and peanut productsby the department’s
aflatoxin laboratory

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Regulating Food, Drug, and Cosmetics

Records documenting applications for and issuance/renewal of annua permits for egg and dairy
businesses

Disposition: Temporary Record. Retan 5 years.

Records documenting the inspections of food and drug warehouses/retail establishments
Disposition: Temporary Record. Retain 5 years.

Reports and correspondence documenting the testing and analysis of samples collected by the
department’ s regulatory laboratory

Disposition: Temporary Record. Retain 5 years after the end of the fiscal year in which the records
were created.

Records documenting activities rdating to the investigation and settlement of consume complaints
Disposition: Temporary Record. Retain 5 years dter the case was closed.

Records documenting the inspection of egg packing facilities by the U.S. Department of Agriculture
Disposition: Temporary Record. Retain 5 years.

Records documenting the inspection of poultry products distributed into school programs by the U.S.
Department of Agriculture
Disposition: Temporary Record. Retain 5 years.

Regulating Meat and Poultry Food Products
Slaughter House/Processing Plant Application and Compliance Agreement Files
Disposition: Temporary Record. Retain 3 Y ears after the establishment ceased operation.

Slaughter House/Processing Plant Violation Case Files
Disposition: Temporary Record. Retain 3 Y ears after the establishment ceased operation.

Records documenting the inspections of slaughter houses/processing plants

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which therecords
were created.
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Regulating Petroleum Products

Recordsdocumenting applications for andissuance/renewal of annual permitsfor gasoline, lubricating
oil, and brake fluid related business entities

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Recordsdocumenting monthly inspection feescollected by the department on petroleum productssold,
stored, used, or offered for sale in the state

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Petroleum Commodity Certificates for Reduced Inspection Fee Rate
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the company
was closed.

Records documenting specific and continuous reporting information for companies marketing
petroleum produds.

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year inwhich the company
is closed or discontinued businessin the state.

Records documenting insurance/surety bonds filed by petroleum product marketing companies
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the company
was closed or falsto renew bonds.

Monthly sales and recei pts computer cross match printouts.
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Records documenting activities relating to the audit of petroleum product marketing companies
Disposition: Temporary Record. Retan 5 years or until completion of next audit.

Monthly petroleum commodity fee collection worksheets
Disposition: Temporary Record. Retan 5 years.

Regulating Pesticide Management
Monthly reports of termite inspection/eradication activities submitted by termite control companies
Temporary Record. Retain 3 years after the end of the fiscal year in which the records were created.

Records documenting insurance/surety bonds filed by termite control companies
Temporary Record. Retain 7 years after the end of the fiscal year in which the company was closed.

Records documenting applications for and issuance/renewal of annual pesticidelicenses/permits
Temporary Record. Retain 3 years after the end of thefiscal year in which the last license/permit was
issued.
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Records documenting the annual registration with the department of all pesticides sold, distributed, or
transported within the state
Temporary Record. Retain 3yearsafter the end of thefiscal year inwhich theregistration was expired.

Records documenting the compliance inspections and sample andysis of pesticide
manufacturers/dealers
Temporary Record. Retain 3 years after the end of the fiscal year in which the records were created.

Records documenting activities rdating to the investigation of consumer complaints
Temporary Record. Retain 7 years after the end of the fiscal year in which the records were created.

Regulating Weights and Measures

Records documenting the inspection of light duty/heavy duty weight scales or measuring devices
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Records documenting the testing of weight/measuring equipment by the department’s metrol ogy
laboratory

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Records documenting applications for and issuance/renewal of annual weight master certificates
Disposition: Temporary Record. Retain 3 years after theend of thefiscal year in which thecertificate
holder becomes inactive.

Records documenting the process of annual registration of weights and measures equipment service
personnel

Disposition: Temporary Record. Retain 3 yearsafter the end of the fiscal year in which the registrant
became inactive.

Records documenting departmental inspectors’ daily work recapitul ation
Disposition: Temporary Record. Retain 5 years after the end of the fiscal year in which the records
were created.

u Promoting

“ALABAMA EXPERTSIN THE FIELD” STATE LOGO PROGRAM FILES
Disposition: PERMANENT RECORD.

INFORMATIONAL AND PROMOTIONAL PUBLICATIONS
Disposition: PERMANENT RECORD.
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NEWS RELEASES
Disposition: PERMANENT RECORD.

ALABAMA CENTURY & HERITAGE FARM PROGRAM FILES
Disposition: PERMANENT RECORD.

MEETING MINUTES OF THE ALABAMA AGRICULTURAL DEVELOPMENT AUTHORITY
(AADA)
Disposition: PERMANENT RECORD.

AADA Loan Participation Files
Disposition: Temporary Record. Retain 3 years dter the loan waspaid in full.

AADA Bond Issue Files
Disposition: Temporary Record. Retain 3 years after the bond was redeemed.

AADA Members Appointment and Service Files
Disposition: Temporary Record. Retain 3 yearsafter the end of thefiscal year in which the term was
expired.

ANNUAL REPORTS OF THE ALABAMA AGRICULTURAL MEDIATION PROGRAM
Disposition: PERMANENT RECORD.

Alabama Agricultural Mediation Program Individual Case Files
Disposition: Temporary Record. Retain 5 years after the case was closed.

Records documenti ng the receipt of gate fees, weighing service fees, and rents for the Montgomery
State Farmers Market

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

u Compiling Statistics

DETAILED LIVESTOCK AND HAY QUOTATIONS
Disposition: PERMANENT RECORD.

ANNUAL ALABAMA AGRICULTURAL STATISTICS
Disposition: PERMANENT RECORD
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u Administering Internal Operations

Managing the Agency:
ANNUAL REPORTS
Disposition: PERMANENT RECORD.

Division/Office Supporting Documents for the Departmental Annual Reports
Disposition: Temporary Record. Retain until the annual report waspublished or no longer useful.

Board/Commission Members' Appointment and Service Files
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the term was
expired.

Commissioner’s Daily Reminder Engagement Books
Disposition: Temporary Record. Retain for useful life.

COMMISSIONER’ S CORRESPONDENCE
DISPOSITION: PERMANENT RECORD.

OPINIONS OF LEGAL COUNSEL
DISPOSITION: PERMANENT RECORD.

General Correspondence/Memoranda
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Departmental Publication Mailing Listings
Disposition: Temporary Record. Retain until superseded.

Reference Files
Disposition: Temporary Record. Retain for useful life.

Lega Case Files
Disposition: Temporary Record. Retain 10 years after the final disposition of the case.

Administrative Hearing Case Files
Disposition: Temporary Record. Retain 5 years after the final disposition of the case.

Board of Adjustment Case Files
Disposition: Temporary Record. Retain 5 years after the final disposition of the case.

Legidation Tracking Files
Disposition: Temporary Record. Retan 5 years.
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Records documenting the implementation of the department’ s approved RDA (copies of transmittal
formsto the Archivesand the State Records Center, evidence of obsd eterecordsdestroyed, and annual
reports to the State Records Commission)

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Copies of RDA
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the RDA is
superseded.

Computer systems documentation (hardware/software manuals and diskettes, warranties, records of
access/authorities, file naming conventions, Y 2K records)
Disposition: Temporary Record. Retain documentation of former system 3 years after the end of the
fiscal year in which the former hardware and software no longer exists anywherein the agency and dl
permanent recards have been migrated into a new system.

Managing Finances:

Records documenting the preparation of a budget package and reporting of the status of funds,
requesting amendments of allotments, and reporting program performance

Disposition: Temporary Record. Retain 3 years after the end of the fisca year in which the records
were created.

Records documenting the requisitioning and purchasing of supplies and equipment, receipting and
invoicing for goods, and authorizing payment for products

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Records of original entry or routine accounting transadions, such as journals, registers, ledgers, and
funds deposited outside the state treasury.

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Records documenting the collection of standard regulatary fees (permits, licenses, certificates,
assessment, and inspections, etc.) and deposit of the money into the appropriate fund/account.
Disposition: Temporary Record. Retain 3 years after the end of thefiscal year in which the transaction
occurred.

Blank/V oided Permits/Licences or Receipts
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Grant Project Financial Recordsand Interim Reports
Disposition: Temporary Record. Retain 6 years after submisson of the final financial report.
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Records documenting requests for authorization from supervisors to travel on official business either
within or outside the state, and other related materials, such as travel reimbursement forms
Disposition: Temporary Record. Retain 3 years after theend of the fiscal year in which the records
were created.

Records documenting contracts for services or personal property
Disposition: Temporary Record. Retain 6 years after expiraion of the contrect.

Records documenting the bid process, including requests for proposals and unsuccessful responses
Disposition: Retain in office (Code of Alabama 1975, Section 41-16-24)

Agency Audit Reports
Disposition: Temporary Record. Retain 6 years after the end of the fiscal year in which the records
were created.

Bad Check Files
Disposition: Temporary Record. Retain 3 years after the final disposition of the case.

Business Bankruptcy Files
Disposition: Temporary Record. Retain 3 years after the final disposition of the case.

Notice and Release of Lien Files
Disposition: Temporary Record. Retain 3 years after the account was satisfied.

Uncollectible Liens
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Managing Human Resources:
Position Classification Files

Disposition: Temporary Record. Retain 4 years after position is reclassified.

Application Materials
Disposition: Temporary Record. Retain 1 year.

Records documenting payroll (e.g. pre-payroll reports, payroll check registers)
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Records documenting payroll deduction authorizations
Disposition: Temporary Record. Retain 6 years after separ ati on of the employee from the agency.

Records documenting payroll deductions for tax purposes (including Form 941)
Disposition: Temporary Record. Retain 3 years after the end of the fiscad year in which the records
were created.
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Records documenting employee hours worked, leave earned, and leave taken
Disposition: Temporary Record. Retain 3 years after theend of the fiscal year in which the records
were created.

Records documenting an employee’ s work history - generally maintained as a case file
Disposition: Temporary Record. Retain 6 years after separ ati on of employee from the agency.

Records documenting employees' daily and weekly work schedules
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Records documenting an employee’s hours worked, leave earned, and leave taken (including time
sheets)

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Records documenting sick |eave donations
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Employee Flexible Benefits Plan Files
Disposition: Temporary Record. General information -- Retain until superseded.
Other (applications, correspondence) -- Retain 6 years.

State Employee Injury Compensation Trust Fund Files
Disposition: Temporary Record. Retain 6 years after separ ati on of the employee from the agency.

Equal Employment Opportunity Commission Case Files
Disposition: Temporary Record. Retan 3 years.

Managing Properties, Facilities, and Resources:
REAL PROPERTY FILES

Disposition: PERMANENT RECORD.

Semiannual Inventory Lists
Disposition: Retain in office. (Code of Alabama 1975, Section 36-16-8 [1]).

Transfer of State Property Forms (SD-1) (Agency copies)
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which therecords
were created.

Property Inventory Cards and/or Computer Files
Disposition: Temporary Record. Retain 3 yearsafter the end of thefiscal year in which the itemswere
removed from i nventory.
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Recelpts of Responsibility for Property
Disposition: Temporary Record. Retain until return of item to property manager.

Real Property L easing/Renting Records
Disposition: Temporary Record. Retain 6 years dter expiration of the |ease.

Facilities/Buildng Security Records (including visitor 10gs)
Disposition: Temporary Record. Retain 3 yearsafter theend of thefiscal year in which therecordswere
created.

Records documenting the ownership and disposition of vehicles owned by the agency
Disposition: Temporary Record. Retain 3 yearsafter the end of thefiscal year in which thevehiclewas
removed from the property inventory.

Motor Pool Vehicle Use Records
Disposition: Temporary Record. Retain 3 yearsafter theend of thefiscal year inwhichtherecordswere
created.

Insurance Policies/Risk Management Records
Disposition: Temporary Record. Retain 6 years dter termination of policy or membership.

Building Maintenance Work Orders
Disposition: Temporary Record. Retain 1 year.

Approval of Records Disposition Authority

By signing this agreement the Department of Agriculture and Industries acknowledges its

responsibilities for the proper management of its records and agrees to abide by the implementation
guidelines listed below:

u TheDepartment of Agricultureand Industrieswill designateamanagerial position astheagency
records officer. This position is responsible for: ensuring the development of quality record
keeping systems that meet the business and legal needs of the department, for coordinating the
transfer and destruction of records, for ensuring that permanent records held on alternative
storage media (such asmicroforms and digital imaging systems) are maintained in compliance
with national and state standards, for submitting an annual report on records management
activitiesto the State Records Commission in April of each year, and for ensuring the regular
implementation of the department’ s approved RDA.

u Permanent recordsinthe Department of Agricultureand Industries’ custody will bemaintained

under proper intellectual control, and inan environment that will ensuretheir physical order and
preservation.
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u Destruction of temporary records, asauthorized in this RDA, should occur agency-wide on a
regular basis-for example, after the successful completion of an audit, at the end of an
administration, or at the end of afiscd year. Despite the RDA’s provisions, no record should
be destroyed that is necessary to comply with requirements of the state Sunset Act, audit
requirements, or any legal notice or subpoena.

u Thedepartment should maintain full documentation of any computerized record-keeping system
it employs. It should develop procedures for: (1) backing up all permanent records held in
electronicformat; (2) storing aback-up copy off-site; and (3) migrating all permanent records
when the system is upgraded or replaced. If the department chooses to maintain permanent
records solely in electronic format, it is committed to funding any system upgrades and
migration strategies necessary to ensuretherecords permanent preservation and accessibility.

n The Department of Agriculture and Industries agreesto allow the State Records Commission,
its staff, and the Examiners of Public Accounts to examine the condition of the permanent
records maintained in the custody of the department and to inspect records destruction
documentation. Government Records Division achivists are available totrain the department
staff in RDA implementation and otherwise assist the department inimplementing itsrecords
management program.

This records disposition authority is hereby adopted.

By: Date:
Charles Bishop, Commissioner
Department of Agriculture and Industries

By: Date:
Edwin C. Bridges, Chairman
State Records Commission
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